As a starting point, it is wise to acknowledge your own reaction to any stressful work situation. Various resources are available to assist you in preparing to address issues with an employee.
These include, among others, your own supervisor, the human resources manager, and the EAP.
• Brief your own supervisor on your observations and get his or her consultation.
• From your human resources manager, you can obtain important information concerning your organization's practices for handling employee performance and behavioral issues, as well as existing programs to deal with workplace violence or workplace threats of violence. Your human resources manager may be able to provide you with step-by-step coaching on documenting your observations and communicating your expectation of behavior change.
• Contact the EAP for consultation and assistance as needed. The EAP will be able to advise you on the best way to refer the employee to the EAP, including steps to take, whether the referral should be formal or informal, and how to follow up once a referral has been made.
The time you spend in consultation with management, human resources, and EAP professionals in the beginning, when the problem arises, will help ensure that your efforts have the highest probability of success.
Approaching an employee about a problem can be challenging and the employee's response difficult to predict. The goal is balancing directness with sensitivity. Preparation is the key to your success. See how this approach can 'play out' below:
The Dynamics
Choose a time when the employee seems more at ease. Perhaps it will be after lunch, or when his workload is lighter.
In a relaxed, yet concerned, manner, suggest that he sit down in a private place to talk with you. Have a quiet location in mind where you won't be disturbed.
Let him know that you value his contribution and past behavior.
You have noticed a change in his behavior
The Conversation "There are some things that I have been wanting to check out with you. Do you have a few minutes to talk?" "Gus, you have always been someone we count on to help out when a hand is really needed."
"But, in some ways, you haven't been (1) agree with you, admitting a behavior change, or (2) continue to deny a problem exists "Gus, we need you to be the active contributor here that you were before. You had an even disposition, a real positive approach to getting things done, and no temper outbursts. I am sorry that you (tailor this depending on his responses) (1) are having problems and/or (2) don't agree with my observations. For the good of the workplace, we all need to work together in harmony, which means we need you to maintain a calm disposition at work.
A resource that has helped many people is the EAP. They can give you an additional viewpoint and some support. a formal referral. Give the employee some EAP written material that includes the contact information. Regardless of his decision about the EAP, inform him that you will also need to follow up with him on a regular basis to give him feedback on his progress. Now, let's plan on getting together next week (tailor this depending on the most appropriate time frame) and compare notes on how we see things going for you."
(4) TIP of the Day Good feedback on workplace behavior includes these steps
• Give a prompt, concrete description of behavior you observed and want to encourage or discourage.
• Listen openly, putting aside your own agenda.
• Avoid labeling the individual based on his or her actions.
• Avoid evaluating the actions in terms of right or wrong.
• Assess the appropriateness of the behavior in terms of its impact on the workplace.
• Avoid becoming involved in the employee's personal issues. Instead, focus on workrelated concerns.
• If a change is desired, give a clear description of the expected new behavior.
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The articles that appear in Leadership Today are published as background information and, as such, do not address specific human resource management concerns. For guidance on handling issues that arise in your workplace, please consult your employee assistance and/or human resources professional.
